A2.5 - Central Records. For shippingto FRC

HRSC/HRO
Staff

Forward OPF for
shipping to FRC

HRO Staff
Provides EPF

Central Records
*Run report from Automated
Separation System*
*File any loose filing

Areas

Central Records

*Send Auto Report to Functional

*Does Functional have requirement

30 minutes to retain OPF?** _
15 minutes
- No
Requirement Requirement
y y
Central Records Central Records
Annotate Automated *Conduct shipping
Separation System of maintenance

reguirement *Update Automated

Separation System

15 minutes
15 minutes

* Report will list separated employees that have gone the
required length of retention time as stated in the Guide to
Personnel Record keeping before shipment to FRC.

** Functional areaswill report back if a grievance, appeal,
etc., case exists that would stop shipment of an OPF at the

normal required time.
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